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DATA PROCESSING 


ANSC Z39 Subcommittee Agrees on Software Numbering 
Guidelines—Structure based on concept that the number 
will identify a * ” unit (Newsfront, Feb., p. 15) 

BASF Introduces Chrome Tape Designed for Computer Appli- 
cations—The Bedford, Mass., firm adapts technology used 
in audio and video tapes and applies it to computer storage 
media (Technology Update, April, p. 70). 

Better Service Needed—Small systems users are dissatisfied 
with the service they receive after purchasing equipment 
(Memo, March, p. 88). 

Brandeis Team Working on ‘Software Test’—Professor Jac- 
ques Cohen receives $120,000 grant to develop program 
that can measure the efficiency of software packages 
(Technology Update, May, p. 90). 

Business Graphics Soft ‘Color it Productive—The use of 
personal computers and lower prices are attracting greater 
use of computer graphics; by Sherli Evans (May, p. 35). 

IBM Produces One-Million-Bit Memory Chip—The experi- 
mental chip has potential to make a big impact on the 

industry (Technology Update, June, p. 19). 

IBM Unveils High-Speed Memory Chip—An experimental, 
64,000-bit computer memory chip is announced by IBM 
(Technology Update, April, p. 70). 

Support is Powerful Enought to Sell Unix as Stan- 
dard—A less-than-perfect standard is in the making, due to 
popularity urged on by the media and industry leaders; by 
Marty Gruhn, contributing editor (Information Systems, 
Nov., p. 102). 

Isn’t Everyone Liserate?—Study by Exxon Office Systems 
finds 88 percent of white-collar workers already computer 
literate (Memo, Sept., p. 21). 

Keystrokes Up—Since 1980, there has been an 11 percent 
increase in keystrokes per hour, says the Data Entry 
Management Association (Memo, Sept., p. 21) 

A Lesson in Database Planning—Skimping on preliminary 
details is sure to result in trouble; by Alan Hoffberg, 
contributing editor (EDPerspective, Jan., p. 95). 

Market Analysis Predicts Major Software Shakeout in 
1980s—Creative Strategies International predicts an on- 
slaught of new products and major changes in the next few 
years (Newsfront, April, p. 13). 

A “Meeting of Vendors’ Can be of Great Help in Selecting a 
Computer System—This can give users a chance to obtain 
accurate sales proposals; by Alan Hoffberg, contributing 
editor (EDPerspective, May, p. 121). 

A Need for ‘Supers’—Experts predict a new generation of 
“super” computers is on the way (Memo, June, p. 22). 
New Software Compatibility to Micros and Main- 
frames— Phaser Systems’ VDAM offers mainframe access 
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AS A SERVICE to our many subscribers who keep back 
issues of Office Administration and Automation for 
reference, and as an aid to librarians, we have published 
this detailed Index of Features for 1984. It lists all major 
articles appearing this year, as well as selected small 
items from regular columns such as Systems in Action, 
Guest Opinion, Office Security, and others. Single copies 
of articles from back issues of OAA may be obtained 
through our Reprint Department. Articles appearing on 


via a personal computer (Technology Update, May, p. 90). 

Prototyping Allows 2 Manager to Become Actively Involved 
From the Beginning—A prototyping system makes it possi- 
ble to see and work with a systems design before starting the 
major programming; by Alan Hoffberg, contributing editor 
Lani ap Sept., p. 96). 


‘Prototyping’ C ‘an Help Productivity—Used properly, it can 
allow review and change before implementation of an 
automated system; by Alan Hoffberg, contributing editor 
(EDPerspective, July, p. 96). 

Researchers Develop ‘De-bugging’ —Two researchers 
from The University of Texas at Austin claim that their 
debugging program will best all previous program tests 
(Technology Update, June, p. 19). 

Rise in Database R national R Develop- 
ment Inc., Norwalk, Conn., announces database revenues 
will surpass $10-billion in 1994 (Memo, April, p. 20). 

Security Spending Up—Sales for all types of data security 
products are increasing (Memo, Aug. p. 25). 

Small Computers for Business—An Update— Despite growth 
of PC use, minicomputers and 32-bit superminis still hold a 
sizeable share of the office market; by William Cowan 
_ June, p. Ps 


hensive Update—Sophisticated pack- 
ages make be PC a productive tool for complex tasks; by 
Lawrence F. Vogel (Dec., p. 30). 

Spreadsheet ‘Top Ten’—A report by Auerbach Publishers lists 
top microcomputer spreadsheet packages (Memo, April, p. 
18). 

‘Supers’ Branching Out—Superminicomputers are being used 
for more applications, such as creating graphics for movies 
(Memo, Sept., p.21). 

Systems Planning—Information systems departments are 
holding less controls over computers in corporations 
(Memo, Aug. p. 25). 

Using an Outside Service to Prepare Payroll Can be Advanta- 
geous— Many businesses are choosing to send payroll work 
out of house to ensure quality and keep information confi- 
dential; by Alan Hoffberg, contributing editor (EDPerspec- 
tive, Nov., p. 103). 

A Visit to The Computer Museum—This unique facility 
chronicles the evolution of information processing (Sept., p. 
70). 


EDITORIALS 


Alcoholism: Can Now Do More—This disease is 

going largely untreated in the U.S. Managers can provide 
help at the office; by William Olcott, editor (Editorial, 
Nov., p. 9). 


one or two published pages are $1.00 each. Articles 
appearing on three or more published pages are $2.00. To 
order, or to obtain further information such as quantity 
prices, contact Aileen Ryan, Reprint Department. Office 
Administration and Automation, 51 Madison Ave., New 
York, N.Y. 10010, or telephone (212) 689-4411. 

In addition, issues, as well as annual volumes of OAA, 
are available in microform through University of Micro- 
films, 300 North Zeeb Rd., Ann Arbor, Mich. 48103. 


Another Kind of Theft—The abuse of company time reached 
an all-time high last year; by William Olcott, editor (Edito- 
rial, June, p. 7). 

Apple’s New Macintosh: Can it Stand Up to IBM—The new 
PC presents a viable alternative in the PC market; by 
Walter Kleinschrod, editor (Editorial, March, p. 9). 

Are ‘Windows’ the Answer to I Productivity? —This 

potentially useful feature still has a way to go; by David 
Steinbrecher, automation editor (Automation Outlook, 
Dec. 10) 
Awerd: Competition Begins for 1904—O.4A's Office of the 
Year Awards will be given to facilities opened between 
October, 1983, and September, 1984; by William Olcott, 
editor (Editorial, May, p. 7). 

Beware of ‘Resumania’—Job candidates too often make glar- 
ing errors or reveal too much about yore resumes; 
by William Olcott, editor (Editorial, compen BY ag 

The Breakup of the Bell System— the telecom- 
munications giant causes pees and unease for its 
customers; by Walter Kleinschrod, editor (Editorial, Jan., 
p. 7). 

Can Business Executives Halt the Nuclear Race?—Aut’ or 
Harold Willens asserts that business executives have the 
power to influence government in ending nuclear threat, in 
his book, The Trimtab Factor, by Walter Kieinschrod, 
editor (Editorial, Fed., p. 7). 

Correcting Pay Inequities: Can Employers Afford It?—In- 
equality in wages between men and women still persist; by 
William Olcott, editor (Editorial, Oct., p. 7). 

Don’t Blame Technology if the ‘Office of the Future’ Becomes 
a ‘White-Collar Sweatshop’—OA planners have the added 
challenge of keeping jobs varied and stimulating to the 
workers; by David Steinbrecher, automation editor (Auto- 
mation Outlook, May, p. 8). 

Work Better if They woe ped shows a 
definite link between employ 
programs; by William Olcott, editor (Editorial Aug., p. 9). 

Get All the Productivity You Paid for from Your ‘Ordinary’ 
Office Equipment—Employees should be shown how to 
make the most use from their office equipment and furnish- 
ings; by William Olcott, editor (Editorial, July, p. 7). 

If You Want to Be Understood, Stop, Think, and Listen—The 
most important type of communications is people communi- 
cations; by William Olcott, editor (Editorial, Sept., p. 7). 

In Learning to Live with the Computer without Stress, the Key 
Word is Balance—A new disease of sorts, “technostress” 
abounds in today’s computer age; by William Olcott, editor 
(Editorial, Aug., p. 9). 

It’s Time to Abandon the Outmoded Keyboard— Although the 

reasons for using the “QWERTY” keyboard no longer exist, 

there is little likelihood of a change; by David Steinbrecher, 

automation editor (Automation Outlook, Aug. p. 12). 
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tive safeguards must be taken; by David Steinbrecher, 
automation editor (Automation Outlook, April, p. 8). 


Lynett (Automation Outlook, Jan., p. 8). 

Office Automation: Is the Message Getting Through to Ameri- 
can Business? —The use of OA by knowledge workers has 
not yet surfaced in a significant way; by William Olcott, 
editor (Editorial, May. p. 7). 


(Editorial, June, p. 7). 

Ee ee 
automation at the Federal Office Automation Conference 
in Washington; by Walter Kleinschrod, editor (Editorial, 
Feb., p. 7). 

User Uncertainty Over PCs— Vendors must fulfil! 
their sales promises if they want personal computers to gain 
the popularity their potential holds; by David Steinbrecher, 
automation editor (Automation Outlook, Feb., p. 11). 

The Seven Levels of Compatibility—It's good to know where 
your PC stands in this regard; by David Steinbrecher, 
automation editor (Automation Outlook, June, p. 10). 

Study Finds Workers Don’t Use All Talents—Survey by 
Accountemps shows average American worker use only 53 
percent of their capabilities; by William Olcott, editor 
(Editorial, Sept., p. 7). 

Summer OA Shows: New Products Feature Existing Technol- 
ogies— Not much appears to be new at this summer's office 
automation expositions; by David Steinbrecher (Automa- 
tion Outlook, Sept., p. 14). 

Survival in the PC Pricing Jungle—It's not casy to figure out 
what a “working” personal computer will actually cost; by 
David Steinbrecher, automation editor (Automation Out- 
look, Oct., p. 10). 

There are Tough Barriers to Overcome in Moving an Organiza- 
tion toward Full Productivity—To be successful, think 
‘proactive’; by Robert E. Nolan (Guest Opinion, Oct., p. 
100). 

There’s Still Time to Enter ‘Office of the Year’ Competition— 
Deadline pushed back to Jan., 31, 1985; by William Olcott, 
editor (Editorial, Dec., p. 6). 

What's Holding OA Back?—For many companies, the com- 
mitment is high, but the pace is slow; by William Olcott, 
editor (Editorial, Dec., p. 6). 

Why Are So Office Shows Held on Holidays?— 
Attending office shows falls under the category of “work.” 
It's no wonder that shows scheduled on holidays suffer in 
eo Walter Kleinschrod, editor (Editorial, April, 
p. 7). 


FINANCIAL MANAGEMENT 


Closer Ties—Employees reported to desire more information 
about economic well-being of their companies (Memo, Jan., 


management must be prepared for change in corporate 
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direction and strategies; by John B. Fery (Guest Opinion, 
Feb., p. 106). 

Flights and Fares—Airline information available through 
Official Airline Guide Electronic Edition, accessible 
through a computer terminal (Memo, July, p. 21). 

High Health Care Costs—Rising costs of health care have 
caused employers to look for ways to cut these expenses 
(Memo, July, p. 22). 

The Importance of O, 


leadquarters 
Francisco, signs to manage AT &T-IS’s Picturephone Meet- 
ing Service Public Rooms, a videoconference service 
(Memo, April, p. 18). 

Study Examines OA’s Impact—Office of Technology Assess- 
ment examines use of office automation and its effects on 
the economy and society; by William Saxton and Morris 
Edwards (The Government Office, June, p. 72). 

Times are Changing—Rising expenses and changes in atti- 
tudes are resulting in a decrease of corporate 


More, Survey; 
Walter Kleinschrod, consulting editor (Aug., p. 39). 
Too Expensive? —Survey reveals that prices and services vary 
<i ~” laa cee iia 
y, p. 24). 


INDUSTRY DEVELOPMENTS 


ANSI and CSA Issue Videotex and Teletext Standard— 
Standard establishes formats, rules, and procedures for 
manufacturers and senders of data (Newsfront, March, p. 
23 


). 

Apple Puts More Juice in Macintosh’s Memory— Apple Com- 
puter Inc. expands memory of its Macintosh PC from 128 
to 512 KB (Newsfront, Nov., p. 14). 

AT&T to Implement Software Vendor Support Program— 
Program to encourage the development of additional soft- 
ware for Unix Systems V and AT&T 3B computer products 
(Newsfront, Aug. p. 18). 

Software Inter- 


System Architecture—Spectrum 
national Inc.’s Life Cycle Manager is promoted as the first 
software methodology 


fully automated (Technology Up- 
date, Aug., p. 74) 

Billion-Byte Computer Memory Uses Laser-Beam Technol- 
ogy—Laser beams used in a new computer disk from 
Optical Storage International (Technology Update, Aug., 


p. 74). 
a mee Congressional Decision Could Impact Na- 
tional Security—H.R. 4185 prohibits the Defense Dept. 
from leasing computers, mandating a purchase of systems 
(Newsfront, Jan., p. 15). 
Cancels Ai decides not to 
go ahead with the acquisition of Litton’s Monroe Systems, 
due to financing difficulties (Newsfront, March, p. 23). 
Signs Licensing Agreement—The Wilmington, 
Mass., company contracts with four electronic printer 
manufacturers to provide typographic software (Newsfront, 
Jan., p. 16). 

Compatibility is Near—International Network 
Standards to Preview at NCC in July—Industry and govern- 
ment leaders agree to develop the first international net- 
work standards (Newsfront, June, p. 15). 

Industry-Standard Tech- 


vendors (Newsfront, Aug. p. 17). 


Fellowes Expands Product Line—Edanbob Corp.'s assets are 
added to its line of copyholders (Newsfront, Jan., p. 16). 

A Fix on the Distance—Software program, LOKATE, match- 
es location with nearest post office, or branch office of a 
business (Memo, Nov, p. 71). 

Gate-Array Circuitry Extends Life and Quality of New Printer 
Lime—Cal-Abco’s Legend Series 80 Printer utilizes gate- 
array technology to produce better product (Technology 
Update, Oct., p. 74). 

Graphics Boom—Study shows growth rate in constant dollars 
of computer graphics will be 28 percent by 1985 (Memo, 
Feb., p. 24). 

Grid Names New CEO—Samuel Wiegand is made new 
president and CEO of Grid Systems Corp. (Newsfront, 
March, p. 23). 

Growth in Software Industry Hinges on Distribu- 
tion Strategies— Arthur D. Little survey shows great poten- 
tial for micro software industry if marketing/distribution 
Strategies were well planned (Newsfront, Feb., p. 15). 

Lanier, AES Sign Distribution —AES Data to 
distribute Lanier office products for three years (News- 
front, Oct., p. 18). 

Laser-Readable Videodisks Now Available for Business Appli- 
cations— Media Videotex introduces laser-readable video- 
disk, which it claims is “virtually indestructible” (Technol- 
ogy Update, May, p. 88). 

Lotus, Rixon Settle Out of Court—A $10-million settlement 
was agreed to in Lotus’s lawsuit against Rixon’s allegedly 
unauthorized copying of the Lotus 1-2-3 software package 
(Newsfront, May, p. 14). 

Motorola Introduces 320 Bit Superchip—New 68020 will 
bring mainframe computing power to desktop computers 
(Newsfront, Sept., p. 11). 

New Printing Technology Designed— Features thin-film mag- 

netic head with imaging/storage capabilities (Technology 


wave Semiconductor Inc. introduces a digital, integrated 
circuit based on gallium arsenide technology (Technology 
Update, Aug., p. 74). 

Office Wiring System Reduces Cost of Moving Computer 
Devices—IBM announces a “star-vvired” system of cabling 
the automated office (Technology Update, July, p. 66). 

Boasts 20 


claims its optical disk systems Provides on-line storage and 
retrieval of up to 20-million page images (Technology 
Update, Nov., p. 70). 

Softcon to Become Annual Event— Two Softcon trade shows to 
be merged, and held March 31-April 3, 1985 in Atlanta 
(Newsfront, Aug. p. 18). 

Sony Merges Office Products and Microcomputers—The new 
organization is known as Sony Information Products, Park 
Ridge, N.J. (Newsfront, Jan., p. 15). 

Sperry Consolidates —New division, Office Infor- 
mation, Communications, and Terminals, to be headed by 
Stuart Miller (Newsfront, Feb., p. 16). 

Promotes Tape Format— Proposes Industry Stan- 
dard—Taligrass Technologies Corp. proposes its new \4- 
inch cartridge tape format to be accepted as the industry 
standard for personal computers (Newsfront, July, p. 16). 

Texas Instruments Announces Voice Synthesis Product— 
Speech Command system is claimed to overcome previous 
technological limitations (Technology Update, Jan., p. 18). 

Text-to-Speech System Converts ASCII Text into Speech in 
Real Time— Wang plans to use technology of Speech Plus 
Inc. in many of its office information systems (Technology 
Update, Jan., p. 18). 

3M Cancels COM Series; Alternatives Explored—3M an- 
nounces it will no longer produce its Series 700 COM 
systems (Newsfront, Sept., p. 12). 

TI, Supersoft, to Develop Voice-Driven Software—Texas In- 
struments and Supersoft Inc. will work together in produc- 
ing programs for microcomputers that will be run by spoken 
instructions (Newsfront, May, p. 12) 

Tough Competition—IBM, AT&T, anc the Japanese will 
dominate the microcomputer industry in the next decade, 
predicts Robert Glidden, cochairman of Perfect Software 
Inc. (Memo, Feb., p. 23). 

A Tough Fight—Japan provides heavy competition to U.S. 
high-technology firms (Memo, June, p. 22). 

Wang Teams with InteCom to Enhance PBX, Voice Capabili- 
ties—The two firms will work together to improve the 
technology (Newsfront, June, p. 15). 

Wide-Area Lightwave Listening System Aids Hearing-Im- 
paired—The Sound eg — Professional Sound Sys- 
tem from C oni prod: up to 112 decibels 


sey re Update, ong Pp. 16). 

Xerox Announces ‘Interpress A’ ’—Protocols bridge 
compatibility of devices among different manufacturers 
(Technology Update, July, p. 66). 


MANAGING INFORMATION 


Artificial The Next Big Step in Automation— 
Most experts agree that office applications will soon be- 
come common (Oct., p. 35). 

Basics of On-Line Databases— An expert talks about the uses 
and benefits of databases (Aug., p. 57). 

Battle of the LANs—Major vendors actively compete to 
supply users with local area networks; by Marty Gruhn, 
contributing editor (March, p. 26). 
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An Electronic Future—The use of el ic mail is predicted 
to continue to grow steadily throughout the decade (Memo, 
April, p. 20). 

Electronic Mail: The Alternatives—Improved technology is 
making the choice of equipment easier for management; by 
Raymond Panko (June, p. 37). 

Facsimile Directory Published— New directory identifies cor- 
porations that have facsimile equipment, listing locations 
and telephone numbers (Newsfront, Jan., p. 15). 

The ‘I Center’—An Office Comes of Age—The 
benefits of maintaining an in-house information center are 
becoming clearer; by William Cowan (Feb., p. 30). 

Instant Document Delivery: The Next Phase— Facsimile/ 
courier services provide delivery of documents in a matter of 
seconds; by Gail Siragusa, associate editor (Aug., p. 34). 

Network Eases Public Aid Process—Illinois Dept. of Public 
Aid utilizes Xerox Telecopier facsimile network to speed up 
the processing of welfare applications; by William Saxton 
and Morris Edwards (The Government Office, Aug., p. 66). 

On-Line Industry Booms—The market for on-line databases 
has grown tremendously; revenues to top $4-billion by 1989 
(Memo, Oct., p. 26). 

The Quest for Quality Information—Speed is not enough, 
information must be complete, accurate—a quality prod- 
uct; by E.R. Staples (Manager's Workshop, Nov., p. 82). 

Remington Rand Reaches ‘Easylink’ Telex Access Sales 
Agreement— Remington Rand signs agreement with West- 
ern Union to promote its Easylink network, which it will 
access via Remington Rand’s “Serif” secretarial worksta- 
tion (Newsfront, April, p. 13). 

The Right Strategy—Electronic mail systems that are in- 
creased gradually are well received by users (Memo, June, 
p- 21). 

The ‘Solution Center’—Honeywell Information Systems in- 
troduces “The Solution Center,” a facility within a company 
that holds user-friendly software tools (Memo, March, p. 
87). 

Taking the Pain Out of Documentation—A program or system 
can lose all of its usefulness if it is not properly documented. 
Here’s how to go about this important task; by Louise 
Vorhaus (March, p. 57). 

Videotex Adopted by Freach Assembly—French National 

Assembly votes to use videotex terminals for electronic mail 

and to access certain databases; by William Saxton and 

Morris Edwards (The Government Office, March, p. 64). 


MANAGEMENT OVERVIEW 


After the Contract ...A Legal Guide for Computer Users— 
Communicate your needs and know your rights before 
purchasing; by Clifford J. Sherry (Oct., p. 26). 

Applying Manufacturing Techniques to Office Work Can Be 
Beneficial—An argument for the use of manufacturing 
techniques in the office; by Andrew S. Grove (Guest 
Opinion, March, p. 100). 

Background Investigation of a Job Applicant Should be Based 
on the Sensitivity of the Position—The position to be filled 
will determine the extent of the investigation required; by 
Belden Menkus, contributing editor (Office Security, Aug., 
p. 93). 

Before or After—The most productive work is done outside of 
business hours, says survey (Memo, Oct., p. 26). 

Businesses Can Benefit by Encouraging ‘Group 
Sessions’— We can take a lesson from methods first used in 
think tanks; by Howard Thomas, contributing editor (Man- 
agement at Ease, Nov., p. 102). 

Contingency Planning for Automated Systems— How to plan 
to prevent a disaster when electronic systems and records 
are destroyed; by Irving Chasen (June, p. 57). 

Continuing Education for Facility Managers is Vital—Further 
training can no longer be considered a luxury by Robert D. 
Vrancken (Guest Opinion, Aug., p. 8). 

Dilemma of the Dislocated Office Worker—We can plan for 
the future losses of jobs due to implementation of technol- 
ogy; by Alexia Martin (Sept., p. 27). 

An Effective Manager is Much Like a Coach; Positive Leader- 
ship Keeps the Team Together—Management and sports 
coaching have a great deal in common, particularly when it 
comes to motivation theory; ty Howard Thomas, contribut- 
ing editor (Management at Ease, May, p. 119). 

The Future Office—Report predicts enormous growth in the 
use of the executive workstation (Memo, May, p. 23). 
How to Cultivate Your Management Style—The key to success 
is to be aware of individual strengths and weaknesses; by 

Dr. Warren J. Keegan (Oct., p. 28). 

How to Develop a Crisis Communications Plan— stablishing 
such a plan creates internal support when it is needed most 
(Nov., p. 55). 

Impediments to Office — Managers should be on 
the lookout for these obstacles to optimum performance; by 
E.R. Staples (Manager's Workshop, Sept., p. 85). 

It’s Time to Update C agers can utilize 
new tools for their communications needs; by Dorothy 
Sandburg (Speaking Practically, Oct., p. 82). 

‘Rethinking — Tomorrow's top managers will re- 
quire nurturing before they can reach their potential 
(Ieiemo, Aug., p. 26). 

Managing a Systems Project—The project manager takes on 
roles of supervisor, teacher, and arbitrator during the course 
of a project; by Edward Staples (Manager's Workshop, 
June, p. 80). 


in an Open Office Create Security Prob- 
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lems— Areas of concern include location control, preventive 
maintenance, HVAC, and magnetic media control; by 
Belden Menkus, contributing editor (Office Security, Oct., 


p. 94). 

Need A Pro? Try Temporary Help—The temporary help 
industry is busier and more versatile than ever; by Josephine 
Fiamingo, assistant editor (Aug., p. 48). 

New Roles are Needed in the Office—The office must be 
transformed from a bureaucratic operation to an effective 
information processing center; by E.R. Staples (Manager’s 
Workshop, Oct., p. 81). 

The Other ROM: ‘Return on ’— Most companies 
don't place enough stress on results; by Edward Schieh 
(June, p. 26). 

A Productivity Gap—The average U.S. employee wastes 
about one-third of the working day, according to a survey by 
Accountemps, New York (Memo, Jan., p. 44). 

Relate to People—All managers have “human resources” 
obligations, which are part of the job of supervisor (Memo, 
March, p. 88). 

Places— More families are opting to relocate due to a 
job change for the wife than ever before, according to a 
survey by The Goodrich and Sherwood Co., New York 
(Memo, Jan., p. 42). 

What the Office of the 1990s Will Be Like—A technological 
wonderland lies ahead, but certain issues must be resolved 
first; by Wilbert O. Galitz (Oct., p. 62). 

Work Conditions, Not VDTs, Harmful—A study of govern- 
ment offices shows job situation more a determinant of 
health hazards than is the use of a VDT; by William Saxton 
and Morris Edwards (The Government Office, June, p. 72). 


OFFICE AUTOMATION 


Automated Systems Can be Modified— Users should be aware 
that their system can often be tailored to their specific 
needs, if the vendors cooperate; by Dorothy Sandburg 


(Speaking Practically, Nov., p. 80). 
Model 


Assesses How OA Improves Productivity — 
Battelle Columbus Laboratories in Columbus, Ohio, an- 
hounces a computer model program that analyzes how OA 
equipment will improve the prod y of an i 
enterprise ig Update, March, p. 67). 

Conversations Via Computers Marked by Emotional Out- 
bursts—Studies show that people communicating through 
computers tend to be less patient with each other, and 
quicker to criticize one another; by David Steinbrecher, 
automation editor (Automation Outlook, Nov., p. 12). 

Your OA Strategy—The plan for implementing 
office automation should be written out carefully, so that 
the original design is not lost; by Edward Staples (Manag- 
er’s bay oy Feb., p. 95). 

Evaluating O. A Equipment—OA implementation team re- 
quires a consistent method for evaluating equipment, such 
as assigning a point value for various features and applica- 
tions; by Dorothy Sandburg (Speaking Practically, March, 
p. 71). 

The Experience of Buying OA Systems Has a Moral Similar to 
Hansel and Gretel: Don’t Overlook the Bread Crumbs— 
Purchasers must beware of the “little” signs that all is not as 
promised; by Marty Gruhn, contributing editor (Informa- 
tion Systems, Sept., p. 94). 

Formalizing the OA Effort—Companies should di the 
automation efforts of their individual departments, bringing 
them together under one function; by Edward Staples 
(Manager's Workshop, March, p. 73). 

From Plan to Payoff in 16 Weeks—Commonwealth of Ken- 
tucky, Revenue Cabinet earns silver award in OAA 1984 
Office Automation Awards (Jan., p. 26). 

Getting Choosy About OA Equipment— How to — the a 
system before making the purch by Dai 
(Jan., p. 61). 

Guide to Fifth Annual Office Automation Conference—Special 


Par 


preview section covers important conference and exhibition, 
including descriptions of seminars and selected new pro- 
ducts (Feb., p. $9). 

How to Deal with “‘Technostvess‘— New office technology can 
produce harmful side effects to workers; by Craig Brod 
(Aug., p. 28). 

The ‘Intelligent’ Building—Easier Access to Office Automa- 
tion— Buildings with Pp onemrs — systems and sophisti- 
catd networking capabiliti 
by Richard E. Newbauer (Now. Pp. 31). 

The Joy in Designing a New OA System—An OA design team 
can enjoy the task if it goes about it properly; by Dorothy 
Sandburg (Speaking Practically, Feb., p. 93). 

Justifying OA Costs—Report shows how to demonstrate to 
top management where office automation systems will 
benefit the organization (Memo, Feb., p. 24). 

Electronic Mail Effective—EM systems require plan- 
ning and structure to best serve information needs; 
Edward Staples (Manager's Workshop, July, p. 74). 

A Manager’s Guide to OA User Groupe—Outside peer support 
is readily available in almost every field pertaining to office 

and inable; by Randi T. 
Sachs, associate editor (March, Pp. 38). 

Measuring OA Productivity--The benefits of OA extend 
beyond clerical workers to the knowledge worker. This, too, 
should be considered when planning for equipment; by 
Edward Staples (Manager's Workshop, April, p. 83). 

More OA Intelligence—Frost & Sullivan predict much in- 
creased use of intelligent terminals (Memo, June, p. 22). 

The 1984 OAA Office Automation Awards—Three organiza- 
tions earn awards for outstanding accomplishments in OA 
implementation (Jan., p. 21). 

OA Associations—Prepare for the Future—OA associations 
must focus on the long-term strategies of their member 
businesses; by Dorothy Sandburg (Speaking Practically, 
July, p. 73). 

OA Equipment: Should You Lease? Buy?—The benefits of 
leasing automated equipment are explored; by John R. 
Presley (Dec., p. 38). 

OA Purchasers Require Systems Compatibility—Survey by 
Venture Development Corp. shows that users are unwilling 
to start anew, and that they require new equipment to be 
compatible with current systems (Newsfront, March, p. 
23). 

OA Purchasing Criteria—Machine reliability, functionality, 
and ease-of-use top the priority list of purchasers (Memo, 
Jan., p. 42). 

OA Shows are Missing the Mark—Office automatica shows 
need redirection in order to attract larger users; oy Dorothy 
Sandburg (Speaking Practically, May, p. 95). 

OA Systems Compatibility: The New Solutions in 
and Software—Currently, the compatibility issue is tough, 
but vendors may be more cooperative in the future; by John 
A. Mattox (Sept., p. 36). 

OA Vendors Expanding Their Product Lines, But the Results 
Aren't Easily Categorized— High-tech companies fall under 
different classifications according to this columnist; by 
Marty Gruhn, contributing editor (Word Processing, 
March, p. 95). 

“Office Automation: Getting Down to Business”—OAA pre- 
views the Federal Office Automation Conference (Sept., p. 
$1). 

Plan Ahead for Electrical Needs of an OA Installation— You 
can save money if you plan for electrical needs before 
purchasing equipment; by Philip Genovese (Guest Opinion, 
Sept., p. 98). 

Postal Service Gears for Change—The U.S. Postal Service is 
taking a four-step approach to training managers to use OA 
systems; by William Saxton and Morris Edwards (The 
Government Office, Feb., p. 78). 

The Rules for OA Success are the Same for Both Users and 
Vendors—They must emphasize people, products, market- 
ing, manufacturing, and capital; by David Steinbrecher, 
automation editor (Automation Outlook, July, p. 10). 

Say Hello to the ‘Family’—International Resource 
ment says purchasers will seek a family of computer 
products, rather than be satisfied with independent pro- 
ducts (Memo, Oct., p. 25). 

Speech Module Provides Warnings and Prompts—Speech 
synthesis is used to alert system user to errors (Technology 
Update, Jan., p. 18). 

Survival of the Fittest—Study shows that multifunctional OA 
systems and software packages for PCs that perform word 
processing will be most popular throughout the decade 
(Memo, Aug., p. 26). 

Technology is Creating a New Hierarchy—The various appli- 
cations of office automation take on degrees of importance; 
by Dorothy Sandburg (Speaking Practically, Sept., p. 83). 

Teletraining Impressive—Teleconf ing is being 
used by the military for training purposes; William Saxton 
and Morris Edwards (The Government Office, Aug., p. 65). 

They Started Small and Got Big Results—Bayvet Div., Miles 
Laboratories wins gold first award in 1984 OAA Office 
Automation Awards (Jan., p. 22). 

Utility Manager’ for OA—The position of utility manager is 
growing, as office automation becomes a staple of the 
workplace (Memo, Aug. p. 25). 

A Well-Mapped OA Journey—Rubbermaid Inc. is a silver 
award winner in OAA 1984 Office Automation Awards 

competition (Jan., p. 29). 

Workstations Gaining— Venture Development Corp., Welles- 
ley, Mass., announces an increase in the use and acceptance 
of executive workstations (Memo, March, p. 87). 
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energy 
Are We Moving Toward a Smoke-Free Office? —We're not 
there yet, but evidence points to the reality that we may 
soon be forbidding smoking in the workplace; by William 
Olcott, editor (Editorial, July, p. 7). 
Offices— Poster 


Electronic Air Cleaners to clear air of cigarette smoke 
(Systems in Action, Feb., p. 86). 

Building for the Future—John Diebold asserts that office 
designers and architects must build structures with techno- 
logical needs in mind (Memo, Nov., p. 22). 

Cabling the Automated Office—To operate OA equipment, 
many complex electrical and mechanical 
must be met; by Donald A. Sachar (March, p. 32). 
Contemporary and Functional Too—Three very different fa- 
cilities given honorable mention in Office of the Year 
competition (June, p. 34). 

Coping with the Computer in the Open Plan—Symposium of 
the Office ‘Landscape’ Users Group discusses how to 
handle the space problems caused by personal computers 
(Sept., p. 32). 

Designed to Attract the Best—Crocker National Bank re- 
ceives Office of the Year award of merit (June, p. 32). 

Designed with Employees in Mind—Office of the Year first 
award winner, Erie Insurance Group, created a people- 
oriented workplace and helped spruce up downtown Erie, 
Pa., as well (May, p. 30). 

“TBS” 


, energy-efficient 
solved with a new ventilation system being used by Bon- 
giorno Assoicates Inc. (Memo, Feb., p. 24). 

Energy Saver—Infracon—a body-heat sensitive lighting sys- 
tem is in use at a large Manhattan office building (Systems 
in Action, March, p. 85). 

Ergonomics: The Real Isswes—More than just a snazzy 
buzzword, ergonomics is a valid design concern and de- 
ener tapi ctecatebtr Springer (May, p. 

) 

Handsome Offices Can Be Productive—Automobile Club of 
Southern California, Costa Mesa, receives Office of the 
Year award of merit (June, p. 30). 

Hazards in the Office—The Bureau of Business Practices, 
Waterford, Conn., reports five major sources of health 
hazards in the office: furniture, lighting, air quality, auto- 
mated equipment, stress (Memo, March, p. 87). 

the Quality of Light ... and Work Performance— 
Office lighting must not only be energy efficient, it must be 
“people efficient” as well (May, p. 38). 

Offices of the Year for 1983—Six facilities receive awards for 

planning, — and a implementation (May, P. 28). 


technologies, particularly VDTs, with causing health prob- 
lems for employees (Newsfront, Nov., p. 14). 

Office Space in Demand—A turnaround in the office market 
has resulted in some shortages of leasable space (Memo, 
July, p. 22). 

Productive S 


are seeking more tran- 


quil, personal locations to hold important meetings (Memo, 
May, p. 23). 

Study to Examine VDT Stress— NIOSH to conduct a study of 
1,000 female office workers who use computer terminals to 
determine stress levels; by William Saxton and Morris 


a comprehensive i 
paces aicasuns St peu owe Geaabeik thee. > 
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Vigilance is Needed— Management must remain concerned 
about the effects of computers on employee health prob- 
lems, despite optimistic reports (Memo, Sept., p. 24). 


OFFICE EQUIPMENT 


Business Tool or Toy?—-The decision on the usefulness of the 
cellular mobile telephone has not yet been made (Memo, 
May, p. 23). 

Can COM Survive the Eighties? —Although newer technol- 
ogies threaten to replace COM, many equipment vendors 
still envision a bright future; by Josephine Fiamingo, assis- 
tant editor (Nov., p. 59). 

Copier Honor Roll—Datapro Research Corp. lists top-rated 
. Japanese models rated highest (Memo, Nov., p. 


chitects and designers are using CAD to plan and create 
office facilities; by Allan Denenberg and Philip Kowalski 
(April, p. 34). 
Electronic An Update—There is still a need for 
this increasingly versatile office tool; by Sherli Evans 

(March, p. 52). 
—Human-factor engineering 


design 

quickly becoming a requirement, rather than an added 
bonus (Memo, July, p. 21). 
In-House Printing: More Options, More Flexibility— More 
equipment at more reasonable prices prsent greater oppor- 
tunities for administrators to take advantage of many 
printing applications; by Brett Rutherford (July, p. 36). 
A Lid on Costs—Prices for the “market basket” of office 
products are predicted to increase 4% percent annually 
(Memo, Sept., p. 24). 
Intelligent Copier /Printer Uses Electophotographic 
Technology—The Kentek K-2 is capable of printing multi- 
font characters and complex graphics (Technology Update, 


Sept., p. 16). 

Mailroom Equipment: Increasingly Efficient and Productive— 
Vendors are working hard to keep pace with technological 
developments. Here's a look at the latest tools; by William 
M. Cowan (Nov., p. 37). 

Not A Small Market—Sales of communications equipment to 
small business in the U.S. expected to reach $5.4 billion by 
1990 (Memo, Sept., p. 24). 

Optical Disk Drive Existing Storage Systems— 
Laser-based optical disk drive by Shugart Corp. is designed 
to reduce cost of stored data (Technology Update, Feb., p. 


Manag- 

that staff should have high-quality 

supplies (Newsfront, Feb., p. 16). 
Information a 


— Equipment—Sharing equip- 

among departments can make expensive equipment 

cost effective: by E.R. Staples (Manager's Workshop, Aug., 
p. 83). 

Siemens Announces PBX for Blind Operators— Product trans- 

lates visual displays into Braille for use by blind telephone 


ane in West Germany (Technology Update, March, p. 
67). 


Stand-Alone WP: Finding an OA Niche—Dedicated text 
editing machines, the foundation of most OA efforts, 
remain the best bet for word processing; by David Stein- 
brecher, automation editor (Nov., p. 45). 

Stop Writing, Start Dictating—Dictation equipment is so 
“user friendly” now, it is almost always a big help in 
productivity; by Sherli Evans (July, p. 57). 

Those Amazing Desktop Calculators—Today’s sophisticated 
models deliver far more at a lower price; by Gail Siragusa, 
associate editor (Oct., p. 51). 

The Success of Scanning—Three users describe how their 
companies benefit from the use of optical character readers 


(April, p. 64). 

Tomorrow's Ti —Progress is being made in the field 
of optical disk technology; it continues to hold promise for 
future use (Memo, March, p. 88). 

Users Set the Standards—Copier users find reduction capabil- 
ity most useful feature on equipment (Memo, April, p. 18). 

Video Projector Provides an Interface for Computer Telecon- 
ferencing—Inflight Services redesigns its system to be a 
computer-compatible video projector (Technology Update, 
Feb., p. 73). 

Voice Input: It’s Closer Than You Think—<A technology that 
will allow managers to speak, rather than type, data into a 
computer holds attraction and promise for the future; by 
Jon Pearkins (May, p. 42). 

What’s New in Micrographics—A preview of the Association 
of Information and Image Management's annual confer- 
ence, including product highlights (April, p. 48). 


OFFICE SECURITY 


Access Control Systems for Security—Preventing unauthor- 
ized entrance to its facility is vital to every company’s 
security; by Belden Menkus, contributing editor (April, p. 
57). 


Arming Security Guards with Handguns Should be Viewed 
With Caution— Being armed may not be necessary, and can 
create potential for serious trouble; by Belden Menkus, 
contributing editor (Office Security, Dec., p. 93). 

Investigation of a Job Applicant Should be Based 
on the Sensitivity of the Position—The position to be filled 
will determine the extent of the investigation required; by 
Belden Menkus, contributing editor (Office Security, Aug., 
p- 93). 

Electronic Circuit Lock Stands Between Thieves and Micro- 
processor-Controlled Devices—The Kaish Circuit Lockout 
system from International Electronic Technology Corp., 
Far Rockaway, N.Y., causes stolen units to cease function- 
ing (Technology Update, March, p. 67). 

Electronic Trespass: Hackers Should Pay Stiffer Penalties— 
Stronger computer-crime bills are needed to protect busi- 
nesses’ data processing operations; by David Steinbrecher, 
automation editor (Automation Outlook, March, p. 12). 

in an Open Office Create Security Prob- 
lems— Areas of concern include location control, preventive 
maintenance, HVAC, and magnetic media control; by 
Belden Menkus, contributing editor (Office Security, Oct., 
p. 94). 

OA Vendors Introducing ‘Secure’ Systems— More vendors are 
building security systems into their computer products; by 
William Saxton and Morris Edwards (The Government 
Office, April, p. 73). 

— Your Computer System—Guarding against elec- 

is not necessarily expensive or difficult; by 
yg Hoffoerg, contributing editor (EDPerspective, 


March, p. 96). 

Crime Requires Top Management Involve- 
ment—Sanford Sherizen, criminologist, calls for executive 
attention to computer crime hazards; by William Saxton 
and Morris Edwards (The Government Office, June, p. 71). 

Security Service Contracts Help Ensure Success— You can 
establish your own terms of a contract with a security 
service agency; by Belden Menkus, contributing editor 
(Office Security, April, p. 92). 

Shredder Security—Keeping the ‘Ordinary’ Confidential— 
Day-to-day information can be invaluable to competition. It 
pays to play it safe and utilize a shredder; by Sherli Evans 
(Feb., p. 33). 

When Hiring for Sensitive Positions, Background Investiga- 
ee times that more 

h checking on job by 
Belden N Menkus, contributing editor (Office Security, June, 
p. 100). 


PERSONAL COMPUTING 


All About Electronic Spreadsheets—Sales of these software 
packages are booming as vendors expand applications; by 
Josephine S. Fiamingo, assistant editor (Feb., p. 44). 

The Aaswer to Handling PC Compatibility Lies in Under- 
standing Company Needs— Relying on advertised “compati- 
bility” can be dangerous; by David Brodwin, contributing 
editor (On Personal Computing, June, p. 104). 

Artificial Intelligence; It will be the Next Major OA Revolu- 
tion—Already, users can find a mix of products; by David 
Brodwin, contributing editor (On Personal Computing, Oct. 
p. 96). TO PAGE 69 


OFFICE ADMINISTRATION AND AUTOMATION 


OS po 
Among the Most Efficient Buildings in the Nation—Georgia- 
Pacific’s new corporate headquarters has state-of-the-art 
Edwards (The Government Office, Oct., p. 72). 
ier Unveils Lease Program for Systems Furniture— 
into automated office available from Verbatim Corp. 
(Memo, Oct., p. 25). 
Attitude Problem—President of Data Entry Management 
Association reports that discomfort caused by VDT use 
could be lessened if management would show more concern Po 
for employees (Memo, Nov., p. 21). 
Breathing Easier—Office Functions Inc. installs Smokeeter 
as Copiers: Stiff Competition Improves Performance— An expert 
reviews user-convenience features accepted, rejected, and 
still awaiting approval from the user community; by Rich- 
ard Hanson (Dec., p. 43). 
How Computer-Aided Design Improves the Workplace—Ar- 
_ 
‘ environment is essential for productive working conditions; 73) 
by R.K. Herbert (Oct., p. 40). 
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Buying a Micro: What the Salesman Hasa’t Told You (Until 
Now)—Salespeople often make the difficult task of buying 
a small computer even more of a challenge; by Greg Gianas, 
(April, p. 24). 

Direct-Purchase Contracts with PC Vendors are Inevitable— 
As the use of personal computers grows, the method of 
purchasing and selling is bound to change; by David 
Brodwin, contributing editor (On Personal Computing, 
April, p. 94). 

Dramatic Growth—Frost & Sullivan, New York, predicts 
personal computer communications market will grow to 
$1.4-billion by 1987 (Memo, April, p. 20). 

How the PC Improves My Operation— Executives reveal their 
office experiences with personals; by David Steinbrecher, 
automation editor (Sept., p. 29). 

IBM Slashes PC Prices—Prices on IBM personals are re- 
duced, while memory on some models is increased (News- 
front, Aug. p. 17). 

More Home Computing—Computer home software market 
expected to reach $8-billion by 1988 (Memo, Aug. p. 25). 

No More Licking Stamps—Compu-Mail, Skippack, Pa., of- 
fers speedy mail delivery for computer users (Memo, Nov., 
p. 21). 

PC Spending Soars—U.S. purchasers are buying record 
amounts of personal computer equipment and software 
products (Memo, June, p. 21). 

PC Standardization Can Hold Back Needed Innovation—The 
debate over whether PC standardization is really best; by 
David Brodwin, contributing editor (On Personal Comput- 
ing, Aug., p. 96). 

A PC Training Gap—A large absence of training programs in 
operating microcomputers exists for managers (Memo, 
Oct., p. 26). 

Portables to Take a Larger Bite of Micro Sales—Study 
reveals that large corporations will nearly triple their use of 
portable (Newsfi May, p. 12). 

Recent Advancements in IBM’s PC Line Make Company 
Stronger— Announcements herald major changes to come 
in the personal computer market; by David Brodwin, con- 
tributing editor (On Personal Computing, Dec., p. 94). 

Some are Cautious Toward the PC—Study shows that local 
governments continue to be wary of the use of microcom- 
puters in areas other than word processing and financial 
management; by William Saxton and Morris Edwards (The 
Government Office, April, p. 74). 

Speaking the Language of PC Software—Programming a 
personal computer is not as difficult as it seems; by James 
Piper (April, p. 31). 

Trends in Standardization—Major computer show reveals 
trends in standardization and software enhancements in- 
stead of major new product displays; by David Brodwin, 
contributing editor (On Personal Computing, Feb., p. 98). 

“What I Use My PC For’—Managers talk of their actual 
experiences with their personal computers; by Patrick 
Flanagan (Feb., p. 26). 

Write Your Own In-house PC Software—It's not necessary to 
be a programmer to create software that's tailored to your 
exact needs; by James Piper (March, p. 43). 

Yuppies’ Take the Lead— Most personal computers are pur- 

chased by upper-middle class white males (Memo, Oct. p. 

26). 


PERSONAL DEVELOPMENT 


ASM Offers Certification te Systems Professionals—The 
Association for Systems Management has new certification 
program (Newsfront, p. i2). 

Characteristics of a Good Instructor—Trainers must have 
both an expertise in the subject and teaching skills in order 
to be effective; by Margaret Bahniuk (Training and Educa- 
tion, July, p. 77). 

Dealing with Conflict Can Be Stickhy— Managers must consid- 
er the feelings of both parties in situations of conflict; by 
Jackie Schwartz, contributing editor (The Human Side, 
July, p. 93). 

Don’t Fight Change, Guide it Instead— Managers who know 
how to shape changes ahead (especially those brought about 
by new technology) will be the ones who come out on top; by 
Linda S. Ackerman (July, p. 26). 

The Fragile ‘Forties’ — Employees in their forties receive little 
positive feedback, thus experiencing the most job-related 
Stress (Memo, Aug. p. 26). 

How Indispensible are You?—Delegating to others can help 
free managers from falling into the trap of overwork; by 
Jackie Schwartz, contributing editor (The Human Side, 
May, p. 120). 

Keeping Score—Survey shows that managers avoid giving 
thorough performance reviews to subordinates, despite the 
need for such procedures (Memo, July, p. 21). 

Making a Place for Yourself — Advice on how to maintain the 
best position in your organization and in your field; by 
Dorothy Sandburg (Speaking Practically, . Jan., P. 75). 

Managers Need Their Own Work must 
be encouraged to utilize OA equipment, particularly the 

| workstation; by Edward Sta- 


ples (Manager's | Workshop, Jan., p. 77). 
the Future May Require Hidden Resources— Man- 
agers should dig into their subconscious to discover strength 
to meet their challenges; by Howard Thomas (Management 
at Ease, Jan., p. 94). 
Mastering the Art of Strategic Planning Through Simala- 
tion—New York Uni y offers i 
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development program; by John Soat, assistant editor (Nov., 
p. 28). 

People Experience Stress During Work—Here’s how to 
deal with it; by Jackie Schwartz, contributing editor (The 
Human Side, Sept., p. 95). 

My Administrative Resolutions for the Year Ahead—Three 
managers discuss their goals for 1984 (Jan., p. 32). 

New Game in Town—The Sony Management Game provides 
players with chance to test skills in marketing, strategic and 
financial planning (Memo, Jan., p. 44). 

OA Curriculum Development — Educators should keep their 
curriculum apace with office tech ; by 
Bahniuk (Training and Education, Sept., P. 36). 

Preparing for Career Growth—It's very important to docu- 
ment your current job accountabilities; by Dorothy Sand- 
burg (Speaking Practically, Aug., p. 79). 

Reaching the Top of the Corporate Ladder—Success may 
depend on a manager’s ability to deal with everyday stress; 
by Jackie Schwartz (The Human Side, Jan., p. 96). 

Rosier Retirements Ahead—Expert forecasts that individuals 
will bs, better prepared financially for retirement in the next 
decade (Memo, Nov., p. 22). 

To Improve, Know Thyself—Tips on managing yourself better, 
in oxger to become a better manager (Memo, Feb., p. 23). 

Smo)<:+ Beware—Courts rule that hiring discrimination 
ageiost smokers is not illegal (Memo, Oct., p. 25). 

Tae Yeu Commandments of Recruiting—Basic guidelines to 
faiterw in the hiring process; by Thomas J. Hutton (Oct. p. 
58). 

The Value in Computer-Based Training—The pros and cons of 
using computers for instructional purposes; by Margaret 
Bahniuk (Training aad Education, Aug., p. 85). 

What a Well-Designed Training Room Should Have—Creat- 
ing the proper environment and providing the necessary 
tools is crucial to the success of the learning process; by 
Emily Schultheiss (July, p. 30). 


PERSONNEL 


Alcohol and Drug Abuse in the Workplace—There is help 
possible for those afflicted with substance dependence; by 
Charles E. Shirley (Nov., p. 24). 


The Danger of ‘De-Skilling” OA Personnel— Managers must 
make sure that personnel do not depend so heavily on 
automated equipment to catch mistakes that they neglect 
their basic office skills; by William S. Hubbartt (March, p. 
35). 

Demand for High-Tech Executives Rise—Industry competi- 
tion and corporate reorganizations increase demand for 

ives in the Pp field (N t, March, p. 24). 

Despite Glamour and Technological Feasibility, Companies 
Must Examine Human Factors Before Creating an At- 
Home Work Force—Feasibility should not be confused 
with desirability in this instance; by David Redmond (Guest 
Opinion, June, p. 108). 

Detecting Applicant Honesty—The most practical way to 
reduce theft could be improved communications with em- 
ployees; by Belden Menkus, contributing editor (Office 
Security, Feb., p. 102). 

‘A Fishbow!l’— Dismissing an employee can be equally stress- 
ful to the person giving the news as it is to the receiver 
(Memo, Feb., p. 23). 

High-Tech Training is a Necessity—Training of personnel on 
office automation systems has deteriorated, the problem 
must be addressed now; by Gerald L. Hershey (Training 
and Education, Nov., p. 78). 

How DP Salaries Stand—AMS publishes salary survey of 
data processing personnel (Memo, June, p. 21). 

Hiring on Approval—XXCAL Inc., Los Angeles, employment 
agency introduces employees who start a job with an 
“option to hire,” at first taking the job on a temporary basis 
(Memo, Nov., p. 21). 


Hiring the Best Pays Off—Never skimp when hiring person- 
nel, says Andrew Sherwood, president of The Goodrich and 
Sherwood Co., New York (Memo, April, p. 18). 

How Managers Benefit—/984 AMS Guide to Management 
Compensation details average salaries and benefit pro- 
grams for middle-level managers (Memo, May, p. 2). 

How Not to Secceed—Dishonesty leads the list of undesirable 
behavior traits in an employee (Memo, April, p.20). 

How to Motivate—Andrew Sherwood offers tips oa how to 
stimulate employees to work harder and more effectively 
(Memo, May, p. 24). 

Job Sharing: A Concept that May be Ripe for Today—In order 
for this new arrangement to work, certain conditions must 
be met; by Donald C. Lum (Guest Opinion, Jan., p. 100). 

Job Sharing—A Concept Whose Time Has Come—The suc- 
cess of this new form of work contract depends on sound 
managerial planning; by Patricia Lee (April, p. 28). 

To Motivate te Employers, Managers Must Have More Say in 
Payroll Decisi policies developed by 
personnel departments can make a manager's job very 
difficult; by Linda Gail Christie (Guest Opinion, May, p. 
124). 

On- and Off-the-Job Training—Both types of training for 
supervisors require planning and attention by personnel 
executives; by Margaret Bahniuk (Training and Education, 
April, p. 84). 

R 


Trainers—A trainer must be prepared 
to meet the special needs of his or her students, and must 
have a variety of teaching methods up his sleeve; by 
Margaret Bahniuk (Training and Education, Feb., p. 97). 

Salaries Stabilizing— Hewitt Associates of Lincolnshire, Ill, 
announces that salary increases for 1983 and 1984 are 
similar, averaging about 6.4 percent (Memo, March, p. 87). 

Sensible and Sound—Quality circles found to boost worker 
morale and produce practical ideas (Memo, Feb., p. 23). 

Special Report: Personnel Trends in the "80s—How changing 
demographics will affect the work force in the decade 
ahead; by Don G. Keown (Dec., p. 26). 

The Training of Supervisors—Supervisors who have come up 
through the ranks need training in management of people, 
and should not be left to “sink or swim”; by Margaret 
Babniuk (Training and Education, March, p. 77). 

Programs Need Evaluation— Unless formally evalu- 
ated, training programs are not guaranteed to serve the 
purposes for which they were originally intended; by Mar- 
garet Bahniuk (Training and Education, May, p. 99). 

Using Case Studies in Training—Real-world situations are 
great aids in training personnel to evaluate a problem; by 
Margaret Bahniuk (Training and Education, Jan., p. 81). 

When Employees are Given Fair Compensation for Sugges- 
tions, it Benefits Everyone—Awarding productivity im- 
provement suggestions helps both the employer and the 
employee; by Edmund E. Ellis (Guest Opinion, Nov., p. 


106). 

Work-At-Home Trend Could Be Growing Faster Than We 
Think — i enormous in- 
creases in ‘telecommuting employees: by Walter Kiein- 

schrod, editor (Editorial, March, p. 9). 


RECORDS AUTOMATION 


Advanced Car New Generation of Tools— 
Computer-assisted retrieval systems are now vital tools for 
records automation; by Bonnie Canning, contributing editor 
(Records Automation, Aug., p. 93). 

Coping with the Hard-Copy Cranch—The Fifth Third Bank of 
Cincinnati handles its paper-intensive records storage with 
high-density mobile systems (May, p. 78). 

Distributed Records Managemeat—This approach can make 
corporate information “user friendly"; by Bonnie Canning, 
contributing editor (Records Automation, Feb., p. 98). 

The Era of Digitized Information Storage is Upon Us— 
Records managers must bring their operations up to date in 
order to utilize the best technology; by Bonnie Canning, 
contributing editor (Records Automation, April, p. 92). 

Even the Best Records Automation System: Can Fall Short of 
Expectations—All systems will eventually require modifi- 
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Storage—G Corp. 
uses Kodak's Komstar 200 for recordkeeping (Systems in 
Action, June, p. 91). 

The Many Models of CAR—Utilization of computer-assisted 
retrieval can ensure eftective records management; by 
Debra Martinez (April, p. 50). 


wide range of products to assess; by Bonnie Canning, 
contributing editor (Jan., p. 48). 

Conversion to an Automated Records Systems 
Requires Careful Planning—There are many ‘ssues to be 
addressed; by Bonnie Canning, contributing editor (Re- 
cords Automation, Oct. p. 94). 

A Trul, Paperless Filing System Combines Micrographics and 
Covaputerization— AT&T Technologies, Kearny, N_J., uti- 
lizes automated retrieval system by Ragen Information 
Systems, North Arlington, N.J., and realizes a substantial 
cost savings (Systems in Action, April, p. 89). 

Visible Recordkeeping—Easier than Even—Efficient filing is 


Seat it 


I for p ity, and visual systems can be 
very helpful; by John Soat, assistant editor (Sept., p. 44). 
ritten Procedures Are a Necessity—An automated records 
environment requires documented procedures to function 
effectively, by Bonnie Canning, contributing editor (Rec- 
ords Automation, June, p. 100). 


SYSTEMS IMPROVEMENT 


Aircraft Carrier is OA Test Site—The U.S.S. Carl Vinson is 
testing the use of Wang VS computers as a network for 
handling WP, DP, and video applications; by William 
Saxton and Morris Edwards (The Government Office, Jan., 
p. 65). 

Air Force Creating Electronic System— Publishing system is 
first phase of OA program for U.S. Air Force; by William 
Saxton and Morris Edwards (The Government Office, July, 
p. 64). 

ASC Automates Records System—The Agriculture Stabiliza- 
tion and Conservation Service hopes to save $58-million 
through improved system; by William Saxton and Morris 
Edwards (The Government Office, Nov., p. 64). 

Asset Management Firm Finds OA Dramatically Aids Effi- 
ciency—BEA Associates modernizes office operations 
while maintaining a traditional work environment (Systems 
in Action, Oct., p. 89). 
proved health benefits while company saves over 35 percent 
on the new insurance program (Systems in Action, June, p. 
92). 

BLM Upgrades its OA Equipment— Bureau of Land Manage- 
ment installs Wang Office Information System; by William 
Saxton and Morris Edwards (The Government Office, 
Aug., p. 66). 

Britain Overhauls Communications—P.M. Thatcher orders 
British government to overhaul its internal communications 
system and impose common standards on all suppliers; by 
William Saxton and Morris Edwards (The Government 
Office, May, p. 86). 

Candidates and Copiers—Two Minolta Beta 450Z photocop- 
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iers make the task of copying and collating the votes of the 
lowa Democratic Party Caucus an easy job (Systems in 
Action, June, p. 92). 

Color Coding the Mail—Target Stores speeds in-house mail 
delivery by use of color-coded Trans-Sac envelopes (Sys- 
tems in Action, Jan., p. 88). 

Combat-Ready Computer— USS Tripoli automates its admin- 
istrative functions with Wang VS 80 system (Systems in 
Action, Nov., p. 76B). 

Communications Network Provides DP Power—Commercial 
Shearing Inc. uses a Honeywell system to link 13 plants in 
four countries (Systems in Action, Jan., p. 87). 

Computers and the Arts—Greater Hartford (Conn.) Arts 
Council uses Wang VS 80 to automate its backroom 
operations (Systems in Action, May, p. 104). 

Contract Awarded for OA Systems—GSA contracts for deliv- 
ery of up to 4,299 computers with C3 Inc., Reston, Va.; by 
William Saxton and Morris Edwards (The Government 
Office, Oct., p. 72). 

Defense Dept. Adopts New OA Management Policy—New 
policy meant to ensure consistent and effective use of micros 
and OA equipment; by William Saxton and Morris Ed- 
wards (The Government Office, Jan., p. 65). 

DOT Installing Efficient OA System—The Fepartment of 
Transportation installs the Officepower system from Com- 
puter Consoles, Reston, Va; by William Saxton and Morris 
Edwards (The Government Office, March, p. 63). 

FDA Communicates Via Voice Mail— Food and Drug Admin- 
istration cuts down on telephone tag with digitized voice 
mail system; by William Saxton and Morris Edwards (The 
Government Office, Nov., p. 66). 

Finding Valuable Space—Scars Savings Bank of Glendale, 
Calif., solves space problems with high-density mobile 
storage systems from Spacesaver Corp. (Systems in Action, 
Nov., p. 76B). 

A Flair for Processing—Mary Kay Cosmetics executives 


utilize Lanier Thought Processing Messenger systems, 
thieving greater productivity (Systems in Action, Jan., p. 

88). 

French Agency Adopts Automation—France’s Economic Fi- 
nance Ministry moves offices and plans for office automa- 
tion; by William Saxton and Morris Edwards (The Govern- 
ment Office, Oct., p. 72). 

Gaining A PC Edge— American Hoechst Corp. establishes an 
in-house agg ® eel for its employees (Systems in 
Action, Sept., p. 90) 

GSA Finds dp ee mail pilot project 
used by 200 GSA executives; by William Saxton and 
Morris Edwards (The Government Office, Aug., p. 65). 

GSA Microcomputer Reports Help Managers—Government 
Managers use reports to make purchasing decisions; by 
William Saxton and Morris Edwards (The Government 
Office, Oct., p. 71). 

GSA Pilot Project Supports OA Use—A recent pilot project 
by the General Services Administration produced results 
strongly encouraging use of microcomputers in government 
offices; by William Saxton and Morris Edwards (The 
Government Office, May, p. 86). 

GSA Teaching Itself Computer Literacy—The General Ser- 
vices Administration plans to train top executives in com- 
puters and office automation via teleconferencing; by Wil- 
liam Saxton and Morris Edwards (The Government Office, 
Jan., p. 66). 

HCFA Uses Freeze-Frame Teleconferences— Technology 
saves money for Health Care Financing Administration; by 
William Saxton and Morris Edwards (The Government 
Office, July, p. 63). 

Metal’ Softw 


Schi Bonomo Corp. uses 
Wang VS 80 for its information management and account- 
ing needs (“ystems in Action, July, p. 92). 

Helper in the Field—U.S. Forest Service uses portable com- 
puters in measuring timber (Systems in Action, Oct., p. 90). 

HRA Cuts Costs with Workstations—New York City’s Hu- 
man Resources Administration predicts costs savings up to 
$2-million by the use of Series [V workstations from Four 
Phase Systems, Cupertino, Calif.; by William Saxton and 
Morris Edwards (The Government Office, March, p. 64). 

Operations—Travelers Corp. installs new IBM 
computer system (Systems in Action, Aug. p. 90). 

Integrated Processing— Blue Cross/Blue Shield of Mississippi 
uses Claims Administration System (CAS II) from System 
Development Corp., Santa Monica, Calif. (Systems in 
Action, April, p. 90). 

Coatrol— Hartford Life Insurance Group uses Mc- 
Donnell Douglas Automation Co.’s CO-OP system to keep 
track of about 26,000 different types of insurance forms 
(Systems in Action, Feb., p. 86). 

IRS Arms Auditors with Portable PCs—A pilot program 
utilizing Grid System Corp. portable computers is under- 
way at the Internal Revenue Service; by William Saxton 
and Morris Edwards (The Government Office, Nov., p. 64). 

is Improving its Software Use— Internal Revenue Service 
intends to use an applications generator to speed software 
development on its Unix-based microcomputer systems (by 
William Saxton and Morris Edwards, The Government 
Office, Feb., p. 75). 

Jelly Bean Boost— President Reagan's favorite candy manu- 
facturer installs MAI/Basic Four 8010 system to keep its 
prices down (Systems in Action, Oct., p. 90). 

Law Firm Uses Electronic Printing System to Produce 
Forms—Wolpoff & Abramson, Washington, D.C., uses 
Xerox 5700 electronic printing system for its legal forms, 
saving money and — high quality (Systems in 
Action, Sept., p. 89 

Less othe gh Corp. of America, Westport, 
Conn., utilizes Wang VS and OIS systems for office 
automation (Systems in Action, March, p. 85). 

Made to Order— Wood Metal Industries saves over $12,000 in 
forms costs (Systems in Action, Aug., p. 90). 

Making Connections—Brigham Young University employs 
two protocol converters and a 3270 file-transfer program 
from Local Data, Torrance, Calif., to broaden access to 
computer database (Systems in Action, April, p.90). 

Making Them Pay Up—GC Services Corp., Houston, auto- 
mates collection process for the IRS (Systems in Action, 


July, p. 92). 

Manufacturing Network Finds a Way to Make Mailing Easy 
and Accurate—Sperry New Holland uses Trans-Sac enve- 
lopes to improve mailroom efficiency (Systems in Action, 
Nov., p. 72). 

Medical Center Benefits from Interactive OA System—Uni- 
versity of Miami/Jackson Memorial Hospital Medical 
Center utilizes Xerox 8010 workstations and IBM 3081 in 
effort to achieve a paperless environment (Systems in 
Action, Feb., p. 85). 

More Support for the Navy—Data General to support the 
Navy's Document Interchange Facility, which allows com- 
munications and transfer of files among multivendor WP 
equipment; by William Saxton and Morris Edwards (The 
Government Office, Jan., p. 66). 

A Move Toward Streamlining —OA used by government agen. 
cies to streamline information-intensive operations; by Wil- 
liam Saxton and Morris Edwards (The Government Office, 
Oct., p. 72). 

Multimedia System Being Developed for Use by DARPA— 
DARPA (Defense Advanced Research Projects Agency) is 

using new multimedia system on an experimental basis; by 

William Saxton and Morris Edwards (The Government 

Office, Aug., p. 65). 
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NASA Seeking ‘The Right Stuff—Task force at NASA is 
studying a variety of office automation systems to use in 
conjunction with space shuttle launchings; by William 
Saxton and Morris Edwards (The Government Office, July, 
p. 64). 

Navy Eahancing its OA System—An extensive communica- 
tions network is planned for; by William Saxton and Morris 
Edwards (The Government Office, Sept., p. 75). 

Navy Establishes Software Interface Standards for Incompati- 
ble systems—The Navy's Document Interchange Format 
developed out of a need to deal with a multivendor environ- 
ment; by William Saxton and Morris Edwards (The Gov- 
ernment Office, Nov., p. 64). 

Network to Link Public — Boston uses Cablevision to 
serve as communications link for all public buildings in the 
city; by William Saxton and Morris Edwards (The Govern- 
ment Office, Sept., p. 76). 

Networking with Micros—Boettcher & Co., a Denver-based 
brokerage house installs ALADDIN microcomputers in its 
30 offices to be used as a networked office automation 
system (Systems in Action, Feb., p. 86). 

Not a Shred of Evidence—Boston Police Dept. uses a Wilson 
Jones Ambassador 900 paper shredder to tighten its securi- 
ty measures against “leaks” of confidential information 
(Systems in Action, Aug., p. 90). 

NSWC Adopts UNIX as System Standard— Naval Surface 
Weapons Center seeks a way of facilitating software inte- 
gration; by William Saxton and Morris Edwards (The 
Government Office, Dec., p. 73). 

OA fer Job Earichment— Houston law firm finds that use of 
Xerox 8010 Star and Xerox information processing systems 
have improved the work situations of their employees 
(Systems in Action, May, p. 104). 

OA, Networks Play Key Role at NASA— Xerox Star informa- 
tion processors and 820 personal computers linked to 12 
Ethernet networks at the Johnson Space Center in Houston; 
by William Saxton and Morris Edwards (The Government 
Office, Nov., p. 66). 

Oil Company Solves Relocation Problems—Sohio Petroleum 
Co. utilizes a computer-based inventory control system 
during consolidation of two offices (Systems in Action, July, 
p. 91). 

Ordinance Code Goes Electronic—Jacksonville, Fla., auto- 
mates its printing and distribution in publishing updated 
Ordinance Codes, utilizing and Ethernet local area network 
supplied by Xerox Corp.; by William Saxton and Morris 
Edwards (The Government Office, Sept., p. 76) 

Oregon Finds OA a Great Time Saver—A sophisticated 
micrographics system is utilized by Oregon's motor vehicle 
bureau; by William Saxton and Morris Edwards (The 
Government Office, March, p. 64). 

A Portable Solution—Executives at Foodsource Inc., Lark- 
spur, Calif., use the Sony Typecorder for word p 
and communications while traveling (Systems in Action, 
April, p. 90). 

Professional Aid—Kentucky’s commissioner of information 
systems accesses enormous database with Xerox 8010 pro- 
fessional information systems (Systems in Action, Jan., p. 
88). 

Quiet Please . . . Hospital—Sound-absorbing panels keep the 

noise level down in the computer room at Flower Hospital- 

Crestview Center, Sylvania, Ohio (Systems in Action, June, 


p. 92). 

Show and Tell—Exccutives at Chase Mnahattan Bank find 
that audiovisual aids greatly improve meetings (Systems in 
Action, July, p. 92). 

Software Aiding Small Counties—Software packages, such as 
those available from Tridata Corp., Allentown, Pa., are 
enabling even small counties to automate their operations; 
by William Saxton and Morris Edwards (The Government 
Office, April, p. 74). 

A Speedier Search—Profile II] Plus, a software package for 

the Tandy/Radio Shack computers allows executive search 

firm to keep its database of clients online, and enables a 

quick search for the right candidate for a job opening 

(Systems in Action, March, p. 85). 
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Government Benefits from OA—South Carolina govern- 
ment utilizing IBM 8109 minicomputers and PCs in auto- 
mation effort; by William Saxton and Morris Edwards 
(The Government Office, July, p. 64). 

State Job Service Installs Networks—California’s Employ- 
ment Development Dept. installs local area networks in 
offices across the state; by William Saxton and Morris 
Edwards (The Government Office, Feb., p. 78). 

Streamlined DP System—National City Bank of Cleveland 
avoids overspending on DP project by using a management 
method from Spectrum International (Systems in Action, 
Sept. p. 90). 

Successful Pilot Brings OA to Senate—U.S. Senate follows 
example set by House of Representatives in using office 
automation systems; by William Saxton and Morris Ed- 
wards (The Government Office, Sept. p. 76). 

Teaching the Children—Indianapolis School Districts link 
IBM PCs with PCnet, from Orchid Technology, Fremont, 
Calif. (Systems in Action, Sept., p. 90). 

Telecommunications Service Slashes A: Costs for 
Chamber of Commerce—Greater Cincinnati Chamber of 
Commerce uses outside accounting service, accessed via an 
IBM PC. The results are less cost and more services 
(Systems in Action, May, p. 103). 

*Top-Down’ OA Program Yields Results for Treasury—U.S. 
Treasury Dept. starts its office automation program at the 
top with an Executive Information System, based around a 
DEC VAX-11/780 computer; by William Saxton and 
Morris Edwards (The Government Office, May, p. 85). 

U.S. Courts Adopt Automation—Motorola/Four Phase 


continued separation between lated and 
portions of AT&T (Newsfront, Oct, p. 17). 

Communications Boom—Telecommunications market expect- 
ed to reach $150-billion annually by 1987 (Memo, July, p. 
22). 

Corporate Executives Broaden Strategies Via Teleconferen- 
cing—Executives enrolled in management course “attend” 
classes through computer teleconferencing, communicating 
over a satellite-linked network (Newsfront, May, p. 12). 

DOD Explores Use of Video ‘Codecs’—The Defense Dept. 
looks into new ways for reducing the cost of videoconferenc- 
ing; by William Saxton and Morris Edwards (The Govern- 
ment Office, March, p. 63). 

FCC Ruling Would Drastically Reduce Telecommunications 
Costs—Phone companies request permission to operate 
their own packet-switching equipment (Newsfront, July, p. 
14). 

Getting a Handle on the New Phone Rates—An expert 
discusses how AT&T divestiture affects its customers; 
Frank K. Griesinger, contributing editor (Feb., p. 37). 

Harris Corp. te Supply 100 Ground Stations—The firm will 
supply satellite stations for ISACOMM, for its new com- 
munications network (Newsfront, April, p. 14). 

TBM Releases Statement on Local Area Networks—Plans are 
to connect IBM PC Network and token-bus industrial 
network to token-ring LAN (Newsfront, Oct., p. 17). 

IBM Moving Closer to a ‘Total Communications Environ- 
ment'—DP giant uses new strategies in 1984; by Francis 
Dzubeck, contributing editor (Telecommunications, Dec., 
Pp. 95). 


awarded $3.5-million contract to supply up to 95 computer 
systems to the Federal courts; by William Saxton and 
Morris Edwards (The Government Office, Sept., p. 76). 

Using In-depth Analysis of Telephone Traffic, Atlanta Bank 
Improves Its Service—LAM | traffic measuring device 
from Conversational Voice Terminal Corp. helps Citizens 
& Southern Bank measure telephone traffic (Systems in 
Action, Aug. p. 89). 

A Valuable Research Aid—Syracuse University's sociology 
department utilizes IBM PCs with Word III WP software 
(Samna Corp.) to improve the compilation of field research 
(Systems in Action, Oct., p. 90). 


TELECOMMUNICATIONS 


Argo Challenges AT & T with 20 Percent Savings Compared to 
WATS—New long-distance carrier claims comparable ser- 
vice offered at a significant savings (Newsfront, July, p. 
14). 

The AT & T Breakup Brings New Bypass Alternative— Future 
networking alternatives may take several different routes; 
by Francis X. Dzubeck, contributing editor (Telecommuni- 
cations, Aug., p. 94). 

AT&T Information Systems One Year Later—A busy first 
year, which included a name change and the introduction of 
35 new products, proved AT &T-IS is a formidable corpora- 
tion to be reckoned with; by Harry Newton (Jan., p. 37). 

BOC Marketing After the Breakup—A look at what Ohio Bell 
plans, as a result of the AT&T divestiture; by Frank K. 
Griesinger, contributing editor (July, p. 33). 

Big on Telcenters— Alinet opens Telcenters in Chicago and St. 
Louis and plans on more (Memo, Sept., p. 21). 

CBEMA Files with FCC—The organization supports the 


ITT Proposes Building Earth Station in New York—$2.2- 
million facility would provide improved international com- 
muncations for the city’s business and financial community 
(Newsfront, June, p. 16). 

Local Area Network Selection Should Inclade Installation 
Requirements—Telecommunication managers must look at 
the entire installation picture when choosing a local area 
network; by Francis X. Dzubeck, contributing editor (Tele- 
communications, April, p. 96). 

Long-Distance Telephone Alternatives—AT&T com- 

petitors also offer attractive, economical service; by Frank 

FE ag ee ive Beng © editor Ges. p33) 33). 


considers a 
pete rts ae cooperative; by William Sax- 
ton and Morris Edwards (The Government Office, Aug., p. 


66). 

A in Language for Telecommunications Managers— AT&T 
divestiture causes the FCC to come up with many new 
acronymns for managers to learn; by Francis Dzubeck, 
contributing editor (Telecommunications, Feb., p. 100). 

Phone Bypass Charges will Curtail R&D Incentives—Vico 
Henriques, president of CBEMA, clairns that legislation to 
keep long-distance services costly will stifle companies’ 
incentives to improve telecommunications systems to make 
them more efficient a March, tf 5 

State and Federal Agencies R 
Systems—The breakup of araT te inspires government 
agencies to reevaluate phone systems and plan for some 
changes; by William Saxton and Morris Edwards (The 
Government Office, March, p. 63). 

The Struggle to Restore a Battered Image—AT&T works at 
overcoming its recent restructuring; by William Olcott, 
editor (Aug. p. 31). 

Substantial PBX Growth—PBX market is expected to reach 

$2.5-billion by the oud of the decade (Memo, June, p. 21). 
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Teleconferencing Replaces Face-to-Face Meetings—Hon- 
cywell Inc. is saving $150,000 a month in travel expenses 
through its corporate teleconferencing program (Systems in 
Action, March, p. 82). 

‘Telephoning Data at High Speeds—Bell Labs at work on a 

transmission system: Circuit Switched Digital 
Capability (Technology Update, May, p. . 

Time May Yield the Solution to Confusion in the Telecom- 

munications Market—AT&T divestiture creates large up- 

heaval to the processes of ordering data communications 
circuits; by Francis X. Dzubeck, contributing editor (Tele- 

communications, June, p. 102). 


the equipment; by Marty Gruhn (Word Proc- 


purchasing 
essing, Jan., p. 94). 

People, Net- 
works—A Preview of Syntopican XII, the annual confer- 
ence of AISP, The Association of Information Systems 
Professionals (July, p. 43). 

In Search of WP finds businesses are still 
unable to meet all of their word processing needs i 
by Dorothy Sandburg (Speaking Practically, June, p. 79). 

Moving Up to Clustered Systems—Multifunctionality offers 
many advantages, but users should not lose sight of the 
importance of the basic WP package; by Randi T. Sachs 
(July, p. 51). 

Ongoing Management Education is a Must—Continuous 
training is needed to ensure efficient use of 
computers; by Marty Gruhn, contributing editor (Word 
Processing, July, p. 94). 

Operating Your Own WP Center May Not be the Best 

An organization may find that using a service 
bureau offers more flexibility and efficient work; by Harold 
J. a en a oP 100). 

‘ord Processing—The function of the word 


Here's advice on the most efficient and eco- 
nomical way to keep up with these needs; by Diane S. Kane 
(Jan., p. 57). 

When Selecting New Equipment There are Always ‘Rules’ to 

Follow — Advice on system enhancement that is not found in 

the manual; by Marty Gruhn, contributing editor (Word 

Processing, May, p. 119). 
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MISCELLANEOUS 


Adapting to Technology—D.W. Hock, president of VISA 
International, says the banking system is losing control over 
the movement of money due to the application of electronics 
in banking (Memo, Sept., p. 24). 

Air Games— United Airlines supplies video games for passen- 
gers (Memo, Oct., p. 25). 

“Big Apple’ Sting—New York City is the most expensive place 


Rasdbicdk eiemeeder te henemaie tirana 
Contemporary Art (Systems in Action, Nov., p. 76B). 
Extraordinary Communications at the Olympics—Several OA 
vendors cooperate to create a state-of-the-art communica- 

tions network (June, p. 62). 

Federal Program Directors Voice Major OA Concerns— 
Federal Office Automation Conference holds forum for 
directors to openly discuss problems encountered in imple- 

menting office automation; by William Saxton and Morris 


Edwards (The Government Office, Feb., p. 75). 

Hawaii Exploring Videotex Services—Governor Ariyoshi 
holds conference to discuss use of videotex in state govern- 
ment; by William Saxton and Morris Edwards (The Gov- 
ernment Office, Feb., p. 75). 

“Jet setting’ Can Easily Result in Jet Lag—Some practical 
advice on how to avoid and/or lessen the effects of jet lag; 
by Jackie Schwartz, contributing editor (Tx¢ Human Side, 
March, p. 97). 

One Hundred Years Later—The Oxford English Dictionary is 
computerized (Memo, Aug. p. 25). 

Tax Credit Available—The renovation of old 
buildings can become less expensive, due to tax savings; by 
Robert Feinschreiber (Guest Opinion, July, p. 98). 

Research Made Easier—New magazine databases are being 
offered; OAA joins the on-line service (Memo, June, p. 21). 

Reviewing Our Perspectives Can Help Us Deal with the 
Future—We can learn a lesson from the work ethic of 
yesterday; by Howard Thomas, contributing editor (Man- 
agement at Ease, July, p. 93). 

Senior Citizens Make Valuable Contributions to Society— 
Improved health and finances are two reasons that retirees 
are no longer content to just wait out the rest of life on the 
sidelines; by Howard Thomas, contributing editor (Man- 
agement at Ease, March, p. 95). 

Stereotypes Persist, But Roles are Changing for Both Men and 
Women—Sexual stereotypes are learned early at home; 
coming generations are still influenced by parental atti- 
tudes; by Howard Thomas, contributing editor (Manage- 
ment at Ease, Sept., p. 94). 
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New variable rate 
U.S. Savings Bonds 
guarantee 
investment growth... 
The employees at 
BURLINGTON 
INDUSTRIES 
keep their future 
plans on target 
when they rely on 
the Payroll 


B. Turner — ‘Currently, these bonds are 
accumulating for a college fund for our son. And too, 
we feel it's necessary for each of us to re-invest in 
America.” 


John Maier — ‘I would tell other employees that it is 
an easy way to use small amounts of money through 
payroll deduction to build toward a lump sum gift for a 
child or loved one where that person benefits from 
the earnings.” 


Lois Bailiff — “In a small way we are helping the 
future of our country as well as building up our savings 
for retirement. Bonds have given our family extra 
money to buy items for our home and for graduation 
and wedding gifts.” 


Director of Sales 

U.S. Savings Bonds Division 

Department of the Treasury 
20226 


see? | 
Washington, D.C. 
Yes, please send me Free 


information about the Payroll Savings Plan. 


: : : : i ; = a re x 
- | re Leos 
es oe ea 
ees EE. ee ae) ee Se meee We 
oe Et ; Sade Ff 3 ok ee Res. Ria Ss 
. “ox F A See es fl! 
a eS ; or Bae eS i ee 
Bret. 2 : = Poet - 3 Ge Ree eee 
Ree ral : -\ mes Cf eee 
Beste ty - ee eS ee ee Sek & ER eee 4 
de gee : 7 od i ee 3 oo? Ae oe ea Pe eee ; 
a a ; LT ee aie on oe 5 lage 
‘38 Pee om o : i ii Pe : ae Peat 
Be slimes se Sy oe : i aes age ee = ~“. “Np 
OS a a ae et. - an ene i) ‘ 
SE era 5 : +e rat 
See ee a gs ? : VY. , 
Vo gE eS Se dieces, ea , he 
aie a See a ee F a ees : 
Re OS cae : na ea ce 
eS ae, So 
i as ‘ge t eee Pera 
aoe ee ere 
oe” ee: | 
* =>... ; a 4-4 
; > ee s 
A Se 7 a ; 
cy ae 7. — avings Plan. 
ees P32 a | 
| Bee ¥ t d 
oe . bees oe -4 
i 2 eg ame f : PS 
MR eS . P ‘ 
oe : : noe sa. | 
\ 4 Lar *% aie = of R's ws aes : 
- open hs — . is 
ae ne ~ ee ee 
A. mr S ined — eit : 
ako i tbe <P yy 
Pe gm Ae 1 s Me 3 
Meas I | 
bas) pee) eee 
K } D> ' } es La nt, ; 
s © Dede 
ve) . aye iat 4 
RAC: Wa penne ; 
ge meets . Memo. sept P - Porn Se il vi to 
‘Classroom of the Future’— Westchester Community College Wx iS ” ey dk J vig bad. ; 
: . : has set up an office environment, utilizing the Sperrylink Ben Eran o vig hh bh a : 
Understanding the Evolving Terminology of Interconnected office system, in its secretarial sciences department. Its fe By es ~~ g ar | BY) 
LANs Will Give a Network Manager ap Edge on the purpose is to help students understand how automated | Laws “=; ey or 
Future—Such terminology as workstations, servers, and businesses function (Systems in Action, May, p. 104). wy Ty we a gh 
Protocols have new meanings; by Francis X. Dzubeck, A College First—Union College, Lincoln, Neb., provides ’ abe 
contributing editor (Telecommunications, Oct., p. 95). students with computer terminals in every dorm room a 
Users Want Integration— Users look for telecommunications (Memo, Jan., p. 42). ss ESS 2 
products that will be compatible with those from other iy at 
vendors (Memo, Jan. p. 44). es 7 
WORD PROCESSING 
Buying Word Processing from a Retail Store—“Portabie” 
word processing may be more successful as theory than 
an a 
_ onl | 
processing center must change, as workstations are more I Position nein 
widely distributed, and as more applications are utilized by | 
managers and staff; by Dorothy Sandburg (Speaking Prac- oo eae : 
tically, April, p. 79). Address 
When Looking for WP Services, Supplies . ..—Word process- 1 ae See 
ing equipment requires upkeep and a continuing supply of l City State ___Zip ee 
os ae wee ei SS 
structors can now utilize computer software to help in wun : 
Education, June, p. 83). OAA 
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